ASC Tutorial
Copy Attachments from the Purchase Requisition to the Purchase Order

A purchase requisition has been created and released for further processing. There are
three documents attached to this purchase requisition. When the purchase order is
created with reference to a purchase requisition that has attachments, you now have
the option to automatically copy from the purchase requisition to the purchase order.
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Above are the three documents that are attached to the purchase requisition number
1000551813.

Go to transaction Create Purchase Order (ME21N).
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Enter the purchase requisition number that you wish to use as a reference into your
purchase order.
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Highlight the purchase requisition number and click the Adopt -| button.
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The information from the requisition has now populated i

nto the purchase order.

Continue adding any necessary information. Click the Save button when the

purchase order is complete.
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You will receive this pop-up box with the message “Do you want to add bel

attachments to Purchase Order?”

for No.

Click the Green check

Note: You must add all or none of the documents listed.

for Yes.

Click the Red X
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Standard PO created under the number 4501148840

The purchase order is now created.

Go to Display a Purchase Order (ME23N) to display the list of documents.
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This screen shows the attachments are now part of the purchase order. You can
double click to view the documents. To delete an unwanted document, select by
highlighting the line and then clicking on the Delete button.




